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The Library system of the Indian Institute of Techno- , 
Чору, Madras consists of the main library and the several 
book collections issued on block loan to the various depart- 
ments of the Institute. Тһе holdings include nearly 60,000 
Rocks and over 10,000 Pamphlets and other material. It 
currently receives over 1,050 scientific and technical perio- 
dicals. 

This handbook has been prepared to help students and 
other members of the Library understand the organization 
of the Library so that they can use it effectively. Despite 
our efforts to improve facilities it will be recognized in 
final analysis that a large technical library is necessarily a 
complex institution involving intricate procedures for its 
best use. Students are therefore advised to work as hard 
at learning how to use the Library as they do at learning 
how to use mathematical symbols or laboratory equip- 
ment, This would help in utilizing the Library resources 
fully. 

The following pages contain answers to many of your 
likely questions, but we recognize that at times you will 
desire further explanation. Do not hesitate to ask any of 
us in the Library for help if you have any difficuity in find- 
ing the information you need. 


Much thought has gone into the planning the Library 
to make it a pleasant place for you to study. We request 
you to co-operate with us in taking proper care of the 
Library books and other material we hold in trust for all- 
the present and the future generations of students and 
other members of the Library. 

We welcome you, one and all, to use the Library faci- 
Vties to the fullest extent, : 


V. S. Nazir Ahmed, 


July 1, 1968. Librarian. 
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Membership of the Library is оре 
faculty and other members of staff of the Institute on appli- 
cation to the Librarian. Any outsider including an 
alumnus, who is admitted with the prior approval of the 
Director may be required to deposit a sum of Rs. 50 which 
will be returned to him after adjusting the dues, if any, at 
thc time of his withdrawal from membership of the Libr- 
ary All members of the Library are expected to abide by. 
the Rules of the Library in force, a copy of which is 


appended at the end. 


2. Reading Hours 


The Library is kept open throughout the year except 
for а few national] holidays. The working hours are: 


8-00 a.m. to 9-30 p.m —On all week days 


9-00 am. to 4-00 p.m —On Sundays and other Вой. 
days for the Institute, 


The loan of publications shall, however, be suspended 
half an hour before the closing of the Library. 


5. Lay Out of the Library 


The Library building is a two storied block with three 
tiered stacks for books, pamphlets and back files of perio- 
dicals Besides, there are two basements on either side 
intended for the housing of the Bindery and Reprography 


Sections. 


Ground Fleer: 

As you enter the Library you will see on your right a 
Service Counter from where books are issued to and re- 
ceived from the borrowers АП enquiries regarding your 
library needs and problems may be made here. On the left 
facing the counter lies a general reading hall with a collec- 


tion of reference publications at, the northern end and 
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textbooks, mostly for the undergraduates at the southern 
end of the hall While the Textbooks serve the special 
needs of undergraduate students, other members are also 
welcome to use them. The Prospectuses and Calendars. 
obtained from other Universities—Indian as well as foreign 
and likely to be useful for further studies to our Graduates 
have been obtained and kept up-to-date for reference in 
this hall. Тһе Calendars are arranged according to the 
alphabetical order of the Universities. In between the two 
entrances to the hall the main catalogue of the Library із 
located in the built-in cabinets. The new publications 
added to the Library are also displayed here. 


Stacks: 


Admittance to the main bookstack is limited to the 
faculty members, post-graduate students, research scholars 
and others permitted by the Librarian. Library member- 
ship card must be presented at the stack entrance for per- 
mission to enter. Those who are not allowed access ta 
stacks will he provided with the books they want on рге- 
sentation of Requisition Slips duly filled in ag per the 
Catalogue. The Librarian will be glad to consider request 
for issuing a stack-permit to any seriously interested under- 
graduate student. Further, groups of students are cordi- 
ally invited to ask at the Reference Desk for informal visits 
to the stacks, public service areas and processing sections 
by prior appointment. ` 


The arrangement of publications in the stacks is as 
follows : .— 


Ground Floor of the stacks:— Books оп Science, 
Engineering and Technology. 
First Floor of the Stacks: 


(a) Eastern end:—Books on Humanities and 
social sciences. 


(b) Western end:—Pamphlets on all subjects 
including photocopies, standard Specifi- 
cations, maps, charts, etc. 
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Second Floor of the Stacks: — Back volumes of ali 
periodicals. 


Carrels are provided for study in each of the floors of 
the stacks. 


First Floor: 

On the first flocr, you can find the Periodicals Reading 
Hall and an Enquiry Counter where you may seek answers 
to your queries regarding periodicals—current аз well as 
back volumes. The latest issues of all periodicals and their 
earlier issues for the current year are kept in Display-cum- 
storage racks for the purpose of reference and study. 


Microfilms Reading and Seminar Rooms: 

A separate room for reading microfilms is provided at 
the Western end of this floor. Publications could also be 
obtained for seminars against Requisition Slips for study 
or reference in the Seminar Room. . 


4. Daily Routine 


As you enter the Library, please sign in the Visitor's 
Register kept by the side of the main door and leave your 
belongings such as bags, personal books, etc., in th» lockers 
provided for the purpose. Тһе key of the locker is to bs 
returned before leaving the Library but after emptying the 
locker. You may however take into the Library a smal 
note book or a few sheets of blank paper for taking down 
notes. While leaving the Library, please stop for a 


moment at the door and show your note book, etc., to the 
attendant on duty. 


How to borrow a book: 

The first step in locating a boo in the Library is 
usually to look it up in the main card Catalogue mentioned 
earlier. Fill out a Requisition Slip with the Call No., name 
of the author and a brief title of the book as also your 


hand over the slip to the Assistant at ihe 


name and then 
bringing out the book 


Counter, who would arrange far 
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from the stacks and loan out against your library ticket. If 
the publieation asked for is not available, the reason why 
so wil be given on the requisition slip and returned to the 
member. However, if the book asked for is on loan to 
Some one else, a request for reservation may be made by the 
member as usual and he will be informed when the book 
becomes available again for loan. 


Please note that the book is to be returned on or before 
the due date or else an overdue charge of 5 p. per day 
would be levied. 


5. Library Stock 

Books: 

The book collection is mainly divided into two groups 
(i) Reference books and Textbooks kept in the Reading 
Hall of the Ground floor (open access) and (іі) the other 
books, pamphlets including standards and back volumes of 
periodicals kept in the stacks (restricted access}. Тһе Re- 
ference books consisting of cyclopaedias, dictionaries, etc., 
and a few textbooks of single copies (red label) which are 
freely accessible to any one should be consulted in the Libr- 
ary only and are not intended for loaning out normally, Тһе 
remaining textbooks are for reference as well as for bor- 
rowing for study for short periods. The books in the 
stacks can be either borrowed for home study or for study 
in the carrels or in the Hall. 


Pamphlets: 


The Pamphlets Section consisting of reprints of 
articles, photostat copies, reports, brochures and some 
under-sized publications, which cannot stand erect on their 
own on the shelves are kept in pamphlet boxes. АП these 
publications, except for the standard specifications are cata. 
logued апа classified like other books and their cards (yel- 
low in colour unlike white for books) are filed in the main 
Catalogues along with the cards for books. 


Standard Specifications: 


We have available in the Library standards issued b 
the Indian Standards Institution (ISS) Deutschen Normet. 
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auschuss (DIN), Verein Deutscher Ingenieure (УГ), british 
Standards Institution (BSS), American Society for Testing 
апа Materials (ASTM), etc. Efforts are constantly made 
to bring these standards up-to-date by procuring the 
amendments issued subsequent to the publication of stand- 
ards and affixing them in the appropriate places in the res- 
pective standards. These are normally available for loan 
to faculty members. 

Тһе Standards are kept in the pamphlet section on the 
Ist Floor of the stacks and arranged according to their 
serial order numbers. Handbooks or yearbooks published 
Бу their respective organizations are good source of refer. 
ence for identifying their subject contents. 

Periodicals: 

The Library at present гесеіуев about 1,050 periodi- 
«als, the latest issues of which are displayed in Periodicals 
Reading Hall on the first floor as stated earlier. The back 
volumes mostly bound are kept on the 2nd floor of stacks. 
They are arranged in alphabetical order within each broad 
subject, grouped as follows along with the corresponding 
symbols. 

Abstracts and Indexes A 
Periodicals of general interest Gen 
Library Science (kept in staff room) 2 
Seience and Engineering D 
Mathematics B 
Physies C 
Chemistry E 
Chemical Engineering Е 
Civil Engineering Di 
Mechanical Engineering р 
Electrical Engineering рз 
Aeronautics 
Metallurgy Еі 
Literature о 
Psychology S 
History V 
Economies & Industrial Management X 
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There is а revolving Linedex kept at the entrance to 
the stack for Back Volumes which indicates the titles of 
periodicals along with the dates from when they are avail- 
able in the Library. This is kept up-to-date as and whem 
new ones are added or deleted. A classified index based on 
the subject groups enumerated above is also provided in 
the Linedex. A printed Catalogue of Periodical Holdings 
is also made available to the different departments of the 
Institute. 


6. Classification: Arrangement of 
Publications 


(i) BOOKS: Universal Decimal Classification. 


The books are classified and arranged according to 
Universal Decimal Classification (UDC), an outline of which 
appears elsewhere in this publication. The old collection of 
books is being reclassified simultaneously to bring it in line 
with the eurrent arrangement, The books thus reclassified 
according to UDC are placed on shelves at the beginning of 


each section Appropriate shelf-labels and bay guides are 
provided in the stacks. 


According to UDC, the whole field of knowledge, re- 
garded as unity, is divided into 10 main classes denoted by 
decimal fractions as follows: — 


Generalities, Documentation. 

Philosophy, Psychology. 

Religion. 

Social Sciences, Law, Education. 

Philology. 

Pure Sciences, Mathematical and Natural. 
Applied Science, Medicine and technology. 
Arts, Entertainment and Sport. 

Literature, 

Geography, Biography, History. 


юоычать емы © 


On this foundation, the notation is built up by conti. 
nuous extension of decimal fractions on the principle of 
proceeding from the Gentral to the Particular. Тһе com 
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tinuous step by step extension by decimal subdivision is 
shown on the central page in which one particular branch 
of applied science, 6, is followed through 62,621,621.3 to 
the 5th figure. For convenience, the initial decimal point 
is omitted though it is a fact that all UDC numbers are in 
reality decimal fractions less than unity that determines 
the sequence of numbers. On the other hand, purely ав & 
visual aid, “points” are inserted usually after every third 


figure. 

In practice, the subject matter of a document is not 
always во simple and clear cut and may require more than 
one simple decimal number for early retrieval by users 
with different approaches. The subject matter may be: 

(i) A complex fusion of two or more independently 
classifiable concepts, denoted by linking the 
appropriate main numbers by the: (colon) 
sign for relationship, e.g. Heat treatment of 
steel 621.785: 669.14. 

(ii) А detailed element, attribute or aspect of any 
main subject is denoted by special signs and 
numbers called Auxiliary notations. These are 
grouped under the following heads: — 

(a) Addition and extension signs + and / 


(b) Relation sign i 
(c) Common auxiliaries of language == 

(d) Common auxiliaries of Form (О ... ) 
(е) Common auxiliaries of Place (1) to (9) 
(f) Common auxiliaries of Race 


and Nationality (=... ) 
ӨЗ Common auxiliaries of Time ET 
(h) Alphabetical specifications A/Z 
(i) Common auxiliaries of Point of 

view .00 
(j) Special (auxiliaries) Sub- 

division % -0/-9, .0 


Reference may be made to UDC schedules published 
as British Standard, BS No. 1000A : 1961 for further sub- 
divisions of these Auxiliaries, if desired. 
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These auxiliaries serve to distinguish not only to find 
details and complexities of the subject matter or contents 
of a document but also the language or other form іп 
which'it is presented. They are however used only when 
the main table is inadequate or when it is felt necessary 
from the point of use in the Library. Тһе only bar against 
their extensive use is the length of the resulting сай num- 
ber of the publication. 


Outline of the Main Divisions of U.D.C. 
0 GENERALITIES 


00 


01 
02 
03 
04 


05 
06 


07 
98 
09 


Prolegomena. Fundamentals of knowledge and 
culture 


Bibliography. Catalogues 
Libraries. Librarianship 
Encyclopaedias. Dictionaries. Reference hooks 


Essays. Pamphlets, Offprints, brochures and the 
like 


Periodicals, Reviews 


Corporate bodies. Institutions. Associations, Cor. 
gresses. Exhibitions. Museums 


Newspapers. Journalism 
Polygraphies. Collective works 
Manuscripts. Rare and remarkable works. Curiosa 


1 PHILOSOPHY. METAPHYSICS. PSYCHOLOGY 
LOGIC, ETHICS AND MORALS 


12 
13 
14 
15 
16 
17 


Metaphysies 

Metaphysics of spiritual life. Occultism 
Philosophical systems 

Psychology . 

Logic. Theory of knowledge, Logical method 


Ethies. Moral science. Convention 
Aesthetics 
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2 RELIGION. THEOLOGY 
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Natural theology 

Holy Seripture. The Bible 

Dogmatic theology 

The religious life. Practical theology 
Pastoral theology 

The Christian church in general 

General history of the Christian Church 
Christian churches or worshipping bodies 
Non-Christian religions. Comparative religion 


8 SOCIAL SCIENCES ECONOMICS. LAW. GOVERN- 
MENT. EDUCATION 


30 
81 


82 
35 
84 
85 
86 
87 


88 
89 


‘General sociology. Sociography 


Statistics 

Political science. Politics. Current affairs 
Political and social economy. Economics 
Jurisprudence. Law. Legislation 

Public administration. Military Science. Defence 
Social relief and welfare. Insurance 

Education 

Trade. Commerce. Communication and transport 
Ethnography. Custom and tradition, Folklore 


4 PHILOLOGY. LINGUISTICS. LANGUAGES 


48 
49 


Philology and linguistics in general 
Western languages in generat. English 
German languages. German. Dutch, etc. 
Romance languages in general. French 
Italian. Roumanian, etc. 

Spanish. Portugese 

Latin and Greek 

Slavonic languages. Baltic languages 
Oriental, African and other languages 
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5 MATHEMATICS AND NATURAL SCIENCES 


51 
52 
58 
54 
55 
56 
57 
58 
59 


Mathematics 

Astronomy. Surveying. Geodesy 
Physics and mechanics 

Chemistry. Crystallography Mineralogy 
Geology. Meteorology 

Palaeontology 


Biology. Anthropology 
Botany 


Zoology 


6 APPLIED SCIENCES, MEDICINE. TECHNOLOGY 


61 
62 
68 
64 
65 


66 
67 
65 
69 


Medical Sciences. Health and safety 
Engineering and technology generally 
Agriculture, Forestry. Stockbreeding. Fisheries 
Domestic science. Household economy 


Commercial, office, business techniques. Manage- 
ment, Communications. Transport 


Chemical industry, Chemical technology 
Manufactures, industries and crafts 

Specialized trades, crafts and industries 

Building industry, materials, trades, construction 


7 THE ARTS. RECREATION. SPORT, ETC. 


71 
42 
18 
14 
45 
76 
71 
78 
79 


Physieal planning. Landscape, etc. 
Architecture 

Sculpture and the plastic arts 
Drawing and minor arts and crafts 
Painting 

Engraving and prints 
Photography. Cinematography, ete. 
Music 


Entertainment. Pastimes. Games. Sport 
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à LITERATURE. BELLES LETTRES 


80 
82 


83 


84 
85 
86 
87 
88 
89 


Generalities, Rhetoric. Critieism 

Literature of the Western countries. English lite- 
rature 

Germanic literature; German, Dutch and Scandi- 
navian 

Romance literature. French literature 

Italian literature. Roumanian literature 

Spanish literature. Portuguese literature 

Classical, Latin and Greek literature 

Slavonic literature. Baltic literature 

Oriental, African and other literature 


9 GEOGRAPHY BIOGRAPHY. HISTORY 


91 
92 
93 
94 
940 
950 
960 
970 
980 
990 


Geography, exploration and travel 
Biography. Genealogy. Heraldry 

History in general. Sources, Ancient history 
Mediaeval and modern history 

History of Europe 

History of Asia 

History of Africa 

History of North America 

History of South America 

History of Oceania, Australasia and Polar 


E prin les 
. Technical urs 


Steam locomotives В 
14 Road comotives. Steam tractors 


16 Stai onary steam engines 
.17. Working of steam plants. | Condensation 
18 Pici tubes etc. 


turbines. S j 
реса pressure machinery, pumps, тшшн 
'draulic pres 


El ni bes 
39 Telecommunication Radio. ‘Television, etc. 


apour mixtures | | 
adiant energy machines | 


luction, distiibutio 
plication of compressed and 
TS. Wind motors. ee 235 
hnique. Bn t 
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Gi) PAMPHLETS: Colon Classification 


All pamphlets except the Standard Specifications 
like BSS, ISS. DIN and others are classified according to 
the Colon Classification (6th edition) which divides all 
Knowledge into 42 main divisions. Тһе Arabic numerals 
from 1 to 9, the twenty-six letters of English alphabet— 
capitals as well as lower ease—and the Greek symbols of delta 
(А) and sigma ( Я ) are used to denote these classes. 
Below is given the outline of the scheme: 


Z . Generalia М2 Humanities ала Social 
Sciences 

1 Universe of Knowledge MZA Humanities 

2 Library Science N Fine Arts 

3 Book Science NX Literature and Language 

4 journalism о Literature 

А Natural Sciences P Linguistics 

AZ Mathematical Sciences Q Religion 

B Mathematics к Philosophy 

BZ Physical Sciences 8 Paycbology 

С Physics = Social Sciences 

D = Engineering Т Education 

E Chemistry U Geography 

F Technology v History 

С Biology М Political Science 

H Geology X Economics 

HX Mining Y Sociology 

1 Botany ХХ Social Work 

То Agriculture 7 Law 

X Zoology 

KX Animal Hushandry 

L Medicine 

LX Pharmocognosy 

M Useful Arte 


А Spiritual Experience and Mysticism. 
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These main classes are further sub-divided. For 
example, the main class ‘C’ Physics is divided as follows: 


C1 Fundamentals 

C2 Properties of Matter 
C3 Sound | 

С4 Heat 

etc., etc. 


These sub-divisions are again sub-divided as for 
example: — 
Сі Fundamentals 
C13 Matter 
C131 Weight 
C138 Gravitation 
C14 Energy 


Thus when a Pamphlet is fully classified, it will be 
assigned a Call No, consisting of Class No. according to the 
above illustrated scheme and the book number on the basis 
of the year of publication, This Call No. is written on the 
white label pasted on the pamphlet. The pamphlets are 
arranged according to these numbers and kept in Pamphlet 
Boxes which іа turn are arranged according to classified 
order. А concerted attempt is being made to evaluate the 
comparative usefulness of both the schemes used, viz., UDC 
and the Colon. 


Ч. Catalogue: Guide to the Library 
Resources 


When looking for a specific book or a group of books 
оп a Subject, the Card Catalogue is the first place in а libr- 
агу, to begin one's search. Аз the name indicates, i$ is à 
record on cards of all the catalogued books and other mate- 
rials in the Library as well as a key to their location. The 
Card Catalogue of the Institute's Library is located in the 
Wall Cabinets between the two entrances to the Reading 
Hall on the ground floor. 


In fact, the most efficient use of library materials de. 
pends to a large extent upon proper reference to this Cata- 
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logue. The Catalogue consists of two main parts—alpha- 
betical and classified. "The alphabetical part contains cards. 
filed under the authors’ name (personal as well as corpo- 
vate) arranged alphabetically as in dictionaries. They аге 
filed by the first word in the first line on the eard with ihe 
exception of A, AN and THE. Тһе Classified Catalogue 
is made of two parts, one containing cards filed in ассог- 
dance with the UDC order (for books) and the other ac. 
cording to the Colon scheme (for Pamphlets, and old books 
yet to be reclassified) as described above. There is а sup- 
plementary part containing subject guide cards. For 
easy identification of publications, the Catalogue for books. 
and pamphlets is typed out in white and yellow coloured. 
cards respectively. Pink Colour Cards are used for micro- 
films and for subject headings and other cross-references. 


8. How to find a book or a pamphlet 


To find a book by a particular author, look for the card 
under the surname of the author. Hf there are two authors 
for a publication, the name of the author who is mentioned ` 
first on the title page is written first on the Catalogue Card. 
to be followed by the name of the second author and the. 
card is filed alphabetically under the surname of the first. 
author. "There will also be an added entry under the name 
of the second author. In the classified part of the Cata- 
logue, the Cards are arranged in the same way аз the books 
or pamphlets are arranged on the Shelves, і.е, according to 
the Call No. of the publication. For consulting this part 
of the Catalogue you must first consult the subject index. 
under the name of the specific subject. For instance, if 
you want to locate materia! on Spectroscopy you shouli 
look up the card with this heading in the subject index and 
not under а broader heading such as Physics or Light. You 
will find a direction in these cards to look under а Specific 
number in the classified catalogue. Note down this number 
and turn to the classified catalogue. Look for the tray con- 
taining cards for that class and you will find all the cards 
for books or pamphlets, as the case may be. on your parti- 
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cular subject and those allied to it filed together іп filial. 
order. 


Contents of the Catalogue Card: 


Each Catalogue Card gives information not only neces- 
sary for checking out a book but also helpful in deciding” 
on the suitability of a book for a particular purpose. For 
example, the ‘date of publication is very important if you 
are interested in obtaining only recent data. If you аге. 
looking for detailed discussion of a subject, a four page 
pamphiet will not be adequate. The Catalogue also indi- 
cates the location of catalogued materials in the Library. 
Publications which are not in the main stacks have special 
marks; so also the pamphlets which are kept separately 
from the books. The cards for publications issued per-. 
nianently to departments have the name of the Professor 
or Department concerned typed out at the bottom of the 


сага. 


» 

The letter ‘R' before а Call No. indicates а. reference- 
book or pamphlet and the letter “Т” over the Call No. indi- 
cates а textbook. These publications are in the Refer. 
ence Books and Textbooks Collections respectively housed аз. 
stated earlier in the Reading Hall on the ground floor. The 
letter “Р” before or below the Accession Number on a Cata- 
logue Card (yellow) indieates а pamphlet which is kept in. 
pamphlet box housed in the first floor of the stacks. 


The letter М” prefixing the Accession Number in the 
Card indicates а micro-film which сап be used only if a. 
micro-film reader is available. Similarly, maps, charts and 
plans which are kept in the plan filing cabinet are indicated. 
by the word 'Plan Filing'. 


If & book for which you have the Call Number is not 
to be found on the shelf, please ask the Assistant to help 
you. It may be in use іп the reading room, it may be in 
Textbook or Reference collection cr it may have been issued 
out or sent to the bindéry. We would however advise you 


SPECIMEN ENTRIES OF 
CATALOGUE CARDS 


Intrdduction to algebra. 


вшбаай : ute 
440p. digor. я 9-50 


Eie aur 


Digital toad flow studias. Trans.ot 
A.LE.E. У,75,1955. 
pR.824-831 (Photocopy) 





©) CÉTALOGUE ENTRY, FOR BOOK. 


p 
(з) CATALOGUE ENTRY FOR PAMPHLET. 


©) CALL Na. (2) AUTHOR W!TH SURNAME FIRST. 
3) TITLE, Ф PLACE OF PUBLICATION. 
49 PUBLISHER, (9 DATE OF PUBLICATION, 


® PAGINATION, ILLUSTRATIONS Etc., (е) PRICE, 
ч “ 
48) ACCESSION No. 
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to register a claim Тог the book with the Assistant at the- 
Counter by filling in à reservation slip. 


Э. How to find a Magazine Article 


Your guides for locating articles іп periodieals are in.- 
dexes—some are general in nature and some deal with re- 
latively small subject areas. We receive in all 40 abstract- 
ing periodicals and indexes. Some of the more important. 
indexes available in the Library are: 


British Technology Index, Chemical Abstracts, 
Copper Abstracts, Engineering Index, 
Electrical Engineering Abstracts, 

Physics Abstracts, etc. etc. 


Some of these indexes not only locate articles but also- 
give a brief summary of the article itself. Remember that. 
Indexes are as important to periodicals as the Card Cata- 
logue to the book Collection. Having located the article, 
а fast and convenient way to find the periodical іе to look 
into the Linedex (kept in the stack for Back Volumes) or: 
the Catalogue of Periodical holdings for noting down place- 
ment number, As a rule, all periodicals are listed in the 
Linedex or the catalogue by their titles, the exception bing 
the journal or bulletin of a ‘Society’. This kind of perio. 
dical would Бе listed under the name of the Society, e.g. 
American Chemical Society-Journal (Placement No. Е/4). 
After noting down this number, you can approach the 
Periodicals Display Rack direct, if the required issue per- 
tains to the current year. Otherwise, it could be called for- 
from the stack for Back Volumes. 


10. Additional Materials and Services 


Newspapers: The Library receives a few newspapers 
from Delhi, Calcutta, Bombay and Madras and these are 
ultimately used for clipping service. 


Maps: The maps and charts purchased for the Libr- 
ary are housed in the Plan Filing Cabinet kept on Ist Floor: 


of the stacks. 
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Theses; Тһе Library tries to obtain а сору of the 


“Thesis accepted by the Institute for the award of the 


"Doctor's Degree, These will be made availabl&for refer- 
ance and study with the prior permission of the Librarian. 


. New additions: 


(1) Books: Some of the latest additions to the Libr- 
ату are put up for display periodically. Similarly dust 
covers of attractive titles are also exhibited fer the benefit 
of regular visitors to the Library. 


(2) Periodicals: The latest issues е different 
periodieals are kept on a separate Display Rack for a couple 
-of days or so after which they are sent to their respective 
places on the racks. "These are replaced every Tuesday and 
‘Friday. Those who visit library at least on these days 
"would know in a short time what all has been received in 
‘the preceding three days. 


11. Reprographic Service 


The Library will be shortly acquiring microfilming and 
photographic equipment. Jt is proposed to start documen- 
tation service including supply of photo-copies of articles 
from books and periodicals to research scholars and faculty 
members at nominal rates. A limited provision of supply- 
ing translations of literature from German and Russian is 
available within the Library resources to the research 
workers. However, until these internal resources are fully 
developed to cover more languages, arrangements would 
continue to be made to obtain any such translations from 
INSDOC, the National Centre for scientific documentation 
at New Delhi. Requests for all such translations should. 
be forwarded through the concerned Head of the Depart- 
ment so as to debit the translation charges to the recom- 
mending Department. Similarly, a bindery ін being esta- 
blished within the premises of the Library. The binding 
facilities when developed would be extended to the Library 


по in getting their theses еіс. bound at nominal 
charge. 
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SONVULNA NIVIA 


REPROGRAPHY SECTION 


BASEMENT : 


12. Rules and Privileges 


Library tickets: Each registered member will be givem 
the following number of borrower’s tickets: 


Members of the Teaching staff (including 
Technical Assts) 10 each 


Part-time Professors, P.G, Students, Research 


Scholars and teacher trainees 5 each 
Other Students 3 each 
Administrative staff, foremen, Mechanics 3 each. 
Outsiders on a deposit of Rs. 50/- 1 each. 


Loan: 


А book or a volume will be lent to а member only iu 
exchange for a library ticket and on production of identity 
or Membership card wherever it is felt necessary. 3 books 
may be issued against .1, 2 & З tickets to the members 
of teaching staff on a long term basis on condition that- 
they are returned within one week on recall. Loose num- 
bers of any periodical (which is not sent on departmental 
loan) or any back volume will be issued to the members of 
teaching staff for a few days not exceeding a fortnight. 


Overdue charges: Overdue charges are imposed in 
order to ensure that students and faculty members have 
full use of iibrary material. If a book is not returned by 
the due date an overdue charge of 5p per volume per day 
Shall be levied. 


Loss of books: In case of loss of any book which the 
borrower is unable to replace by another good copy, he or 
she will be required to pay an additional charge of 2096 of 
the published price of the book as procurement charges. 


Inter-Library Loan: Publications which are not avail. 
able in the Institute's Library and which are not likely to 
be purchased may be borrowed from other libraries. This 
service is limited usually to the faculty members and Re- 
search Scholars. While applying for such inter-library 
loans the requisitioner should provide full bibliographical 
information about the publication, wherever poss‘ble. 
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Departmental Loan: Each department or section 
thereof is given a block loan of 150 or 200 books of which 
more than one copy is normally available in the Library. 
In case, the Library copy of such a book is not available 
for one’s reference or study, the reader will be directed to 
contact the concerned department for making use of the 
сору on loan to the department. 


The Departments/Sections are requested to make the 
books available to readers in their Deparimental L brarizs. 
"The Departmental Library is however not a lending library. 
Alternatively, if it is not possible to make such arrange. 
ment, the Department could returp the book to the Main 
Library from where the reader could be served. 


The names of the staff members in charge and the 
location where the Departmental Libraries are maintamed 
are given below: 

AERONAUTICS & APPLIED MECHANICS 


MSB Block—Room No. 232 
Staf Member in charge: 
Dr. В. 5. Alwar, Asst. Professor, 


CIVIL. ENGINEERING 
Soils & Structural Sn: 
BSB Block—Room No. 228 


Staf Member in charge: | 
Shri Р. К. Ninau and Shri С. S, Krishnamurthi, 


Lecturers, 
Hydraulics Sn: 
Hydraulics Laboratory-First Floor. 


Staff Member in charge: 
Shri H. R. Rama Rao, Lecturer, 


CHEMISTRY 
HSB Block—Room Мо, 262 


Staff Member in charge: 
Dr. J. С. Kuriacose, Asst. Professor. 
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CHEMICAL ENGINEERING 


MSB Block—Room No. 353 
Staff Member іп charge: 
Dr. G. S. Davies, Lecturer. 
ELECTRICAL ENGINEERING 
ESB Block—Room No. 122 
Staff Member ın charge: 
Shri P. S, Kalyanasundaram, STA 
Dr. H. W. Meyer, Professor (for German books). 
HUMANITIES 


HSB Block—Room No, 344 
Staff Member in charge: 
Shri M. Durgaprasad Rao, STA. 
MATHEMATICS 


HSB Block—Room No 249 
Staff Member in charge: 
Shri A. Ramachandra Rao, STA, 


MECHANICAL ENGINEERING 
Design Sn: 
MSB Block—Room No. 211 
Staff Member in charge: 
-Shri G. V. N. Rayudu, Asst, Professor. 
Production Engng Sn: 
Metrology Laboratory 
Staff Member in charge: 
Shri M. Adithan, Lecturer. 
Thermal Engng Sm: 
Steam Lab: 
Room Мо, 201 
Staff Member in charge: 
Shri М. М. Viswanathan, Assoc 
Internal Combustion Lab. 
Room No. 909 


. Lecturer. 
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Staff Member in charge: 
Shri K. V. Gopalakrishnan, Lecturer. 
Thermodynamics and Combustion Lab: 
Room No, 204 
Staff Member in charge: 
Shri K. A. Bhaskaran, Lecturer. 
Turbomachines Lab: 
Room No. 203 
Staff Member in charge: 
Shri М. Venkatarayulu, Technical Teacher Trainee 


METALLURGY 
MSB Block—Room No. 117 
Staff Member іп charge: 
Dr. V. Vasanta Sree, Lecturer, 


PHYSICS 
HSB Block—Room No. 207 
Staff Member in charge: 
Dr. C. Ramasastry, Professor. 
MISCELLANEOUS 
Dispensary: 
Medical Officer’s Room 
Staff Member in charge: 
Dr S. Ghosh, Medical Officer. 
Engineering Unit: 
Engineering unit 
Staff Member in charge: 
Shri T. V. Balasubramanyam, Supervisor. 


13. Suggestions 


The Librarian will be glad to receive any suggestion. 
from the readers towards the improvement of Library ser- 
vice. Always remember, if you do not find what you want, 
to ask the Library Assistant to help you. The Library 
За yours and is for your service. Follow the correct ргс- 
cedure and help us serve you better. 


Appendix 


Rules of the Library 


l. The Library is primarily intended for the use of 
the Members of the Teaching Staff, Research scholars and 
students of the Institute. Its use тау be extended to any 
other person or persons by the Director. Any such person 
including alumnus who desires to be so admitted has to be 
introduced formally either by the Institution to which he 
is attached or by any Head of the Department of the Insti- 
tute. He will be required to deposit a sum of Rs. 50 fom 
‘one Library's ticket which will be returned to him aften 
adjusting the dues if any at the time of his withdrawal 
from membership of the Library. The Director may how- 


ever exempt the payment of such deposit on the merits of 
individual cases. 


2. The Library will remain open on all working days 
from 8-00 a.m. to 930 p.m. But on Sundays and other 
-closed holidays it will be kept open from 9-00 a.m. to 4.00 
p.m. However, the Library will remain closed on Pongal, 
Republie Day, Independence Day, Dasara, Gandhiji's Birth. 
‘day, Deepavali & Christmas. 


N.B.: The Loan counter shall be closed half an 
hour before the closing of the Library, 


3. Bocks and periodicals may be consulted within the 
Library premises by any member of the Institute authori- 
‘ties, any member of the teaching and administrative Staff, 
-and any student of the Institute, 


24. Readers desirous of using the Library shall enter 
‘their names and addresses legibly in a register which i& 
kept for the purpose at the entrance to the Library. This 


shall be regarded as acceptance by the person concerned of 
the rules of the Library. 


5. Readers shall not write on, damage or make any 


mark on any book, manuscript or map belonging to the 
Library. 
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6. No tracing or mechanical reproduction shall be 
made without the express permission of the Librarian. 


7. Silence shall be strictly observed ín the Library. 


8. Before leaving the Library, "readers Shall return to 
the Assistant at the counter, any books, manuscripts or 
maps which they had taken for consultation from him. All 
other publications taken out from shelves for consultation 
should be left on the reading table. The Library staff will 

` replace them on the shelves. 

9. Readers shall be responsible for any damage or іп- 
jury done to the books belonging to the Library and may 
be required to replace such books damaged or injured, or 
pay the value thereof. If one book of a set ís damaged, 
the borrower or reader may be called upon to replace the 
whole set. In ease of loss of any bock which the borrower 
is uuable to replace by another good copy, he will be re- 
quired to pay an additional charge of 20% of the published. 
price of the book as procurement charge, 

10. Cases of incivility on the part of the Library staff 
or any faults in the service rendered should be reported im- 
mediately to the Librarian or in his absence to the senior 
member of the staff present. | 

11. Sticks, umbrellas, boxes and such other materials. 
Shall be left outside the Library. 

12. Smoking is strictly prohibited. 

13. Each registered member will be given the follow- 
ing number of borrower's tickets: 

Members of the teaching staff (including 
technícal assistants) 1 

Part-time Professor, Post-graduate students 
and research scholars апа 4еасһег trainees 5 each, 


Other students 8 each 
Administrative staff, foreman, mechanics 8 each 


14. A book or a volume will be lent to a member only 
in exchange for a borrower's ticket and on production of 


ЬЯ 


0 each: 
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‘identity or membership card in the cases of а student, 
wherever it is felt necessary. He would Sign on the Book 
"Card in token of the receipt of book and leave it with the 
borrower's ticket at the counter. Before leaving the coun- 
ter, the member must satisfy himself that the book lent to 
him is in good condition, and if not, he must immediately 
bring the matter to the notice of the Librarian or in his 
absence to the Senior member of the staff present. Other- 
wise, he is liable to be held responsible for the damage of 
‘the book, and may be called upon to replace the book. 


15. (a) Books borrowed shall be returned at the ex- 
piration of 14 days, the due date of which will be stamped 
on the book issued. The loan may, however, be renewed 
for a further period provided 


(i) no other member has applied for it in the 
meantime 


. (ii) not more than three consecutive renewals 
- are allowed for the same book 


(b) In ease of Library publications where there 
аге three or more registered requests for loan at a time, 
the period of loan shall be reduced to one week, if deemed 
necessary. 


Notwithstanding the above, the Librarian will have 
the discretionary power to relax it if he considers it 
necessary. 


16. З books may be issued against .1, 2 and .З tickets 
only to the members of the teaching staff on a long term 
basis. Such books shall be returned on or before the last 
working day of the First Term, if they were issued during 
July to December and on or before the last working day of 
the Second Term, if they were issued during January to 
April. These books are liable tc be recalled from the bor- 
rower at any time in case cf demand from other members 
und should be returned within one weck from the date of 
Buch Recalling Notice. 


17. Ifa book is not returned by the due date, an over- 
due charge 5 p. per volume per day shall be levied. И 
it is not returned within $ days after the due date with 
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. the overdue eharges the defaulting member is liable to lose 

the library facilities for a month. If the book ig not re- 
turned within the fortnight succeeding the due date with 
the overdue charges, the member is liable to lose the library 
facilities for a longer period, The collection of overdue pay- 
ment for long periods may be waived in genuine cases by 
the Director on the recommendation of the Librarian. The 
Librarian may however use his discretion to waive the over- 


due payment himself in special cases upto a period of 4 
days. 


18. (a) Loose numbers of any periodical (which is not 
sent on departmental loan) or any back volume will be issued 
to the members of the teaching staff for a few days and 
not more than a fortnight. A periodical should be kept in 
the main library till the next issue is received. In ехсер- 
tional cases, the latest issue of a periodical may be obtained 
on loan with the permission of the Librarian. 


(b) Loan of periodicals of general interest al- 
ready approved may be extended to the members of the 


administrative staff. 


19. Dictionaries and other reference books which 
might be difficult to be replaced, microfilms and books from 
Textbook Reference Collection will not normally be lent out 
except with the special permission of the Librarian. 


20. Members are not allowed to sublend the books of 
the Library. Borrower’s tickets are not transferable. 


91. The Director may refuse, under special circum- 
stances, any application for membership without assigning 


any reason therefor. 


22. Members shall be responsible for the borrower's 
tickets issued to them. Loss of tickets should be reported 
immediately to t Librarian. Duplicate tickets will be 
issued after one month from the date of report on payment 
of one rupee per ticket. The member will be responsible 
for any loss or non-return of book issued against his 
original or duplicate borrower's ticket. 
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23. Тһе Library may accept donations of manuscripts, 
books, periodicals, pamphlets, etc. from individuals, Gov- 
ernments, Institutions, Societies. etc. with the approval of 
the Director. Such donations will become the absolute 
property of the Institute. 


24. If the book for which a member has the Call 
Number із not to be found on the shelf, he could register 
his claim for it with the Assistant at the Counter by filling 
up a Reservation Card. 


25. Lockers are provided free of charge in the Library 
for the legitimate use of the visitors. Keys can be ob 
tained against identity/membership cards or signed ack- 
nowledgement for the same. No material shall be kept in 
the lockers for more than one working day. Any materia? 
so left in the locker would be removed at the end of the 
day and disposed of, after giving wide publicity to the same. 


26. А register is available at the Counter for record. 
ing suggestions regarding the new books it could be ad- 
ded to thé Library. | 

BY ORDER 


April 25, 1968 У. 5. NAZIR AHMED, 
Librarian. 
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